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14 June 1963

MEMCRANDUM FOR: Executive Cfficer, CIR

THRCUGH : Chief, Plans & Policy Siaff
Deputy Director of Training
Direstor of Training
SUBJECT : Sugyestions for Classroom Equipment in New Bullding

1. Inthe atlachment cre some suggestions which I have compiled relative
1o the cleszsrooms in the new building.

2. Recently each school chief in CTR was asked to azcertain from his
instructor personnel answers to the following queastions:

8. what ftems relative (0 the present Headguarters ¢lassrooms are
consldered inadsguate and should merit constideration for change in the
pow bullding 7

b. What items now In the Headquarters classrooms are aduquate and
should be duplicated, where practical, in the new bullding ?

3. The stischment represents a compiistion of answers to the above questions.
Adaptalion of the specifics will heve o be made to particular clasuroom sizec.

4. This memorandum seemingly deserves prompt attention 30 ihel :uggastions
herein which require advance coneideration due to construction of walls, cellings,
stc. . e., conduits for T.V., electrical outlsts, speskers, etc.) san be effscred
prompily with minimum effort and capense.

$. Thiz sesms 10 be the appropriate iime to plan for the installation of
adequate conduits, outleis, etc., for our future closed-circuit televicion requirement.;
however, this suggestion is not included ln my attachment.

6. Cdher than those projectors mentioned in the attachment, AAL/1SE/IR
should prepars ¢ list of necessary projectors, appropriate lenses, stands, and
sontrols .
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7. 1 suggest thet this memo be coordinated with the C/I£B/TR anc
Admin. G./PPL/TR whe are vitelly interested and concerned with varicus factors
net covered herein but which sre bmportent classroom needs. After recelving this
memo, perhaps you shouid designate o “committee” to visit the naw bullding and
appraise these suggestions and any other: whichk may be evoked. Probably this
commiltes should include: XO/TH, C/188/TR, R/TR, BEB/TR, Admin. O/PPE/IR
and ES/PPS/TR.
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ATTACHMENT

i. WALLY - The color of walls should be consiztent with the oriteris I
cutiined to the Executive Otficer/TE in & memorandum for the recerd, Subj: Color
in the Classrooms, ditd 8 Cot 62. { have retained a copy of the memo.) Since
painted, undecorated walls tend to be uninteresting, provision shéuld be made for
permanently installed maps or other suitable decoration (o relieve the monctany.
walle should be acoousticelly treated to prevent outside nolse from coming in or
claasroom activities from being heard in halls or adjoining rooms,

2, CHALKBUARDE - If it is less sxpensive 10 remove our present chalkboards
and related items and iastall them in the new bullding, then we should do 0. I,
however, the bother and expanse oul-weigh this procedure, then we should conalder
similar type boarde but perhaps of & different manufacturs. (Suggestion for a good
board--SLATO~STEEL, from Beckley/Cardy, 1314 No. Narragansett Ave., Chicage 19,
lilinais. There iz probably & local dlstributor for this board bul hiz name end
address are unknown at presant.) The bottom of the boards should bs installed
at lsast 36" from either the floor or podium ievel. If aew boards and related items
are purchased we might seriously conasider wider boards (447} if thas¢ come as
standard sizes fno custom made jobs ars envisioned). I the zf:e and shape of ihe
rocms preciude ample board apace on one wall, then considerstion should be given
to both front-of -room and side-wall installations. Sixteen feet of useble chalkboard
shouid be the minimum In any classroom.

3. HCOK'N LGOP AND TACK BOARDE ~ The Book'n Loop boards and the tack
beards should be planned for the now bullding. Where nol permanently lastalied,
ons on & triped would zuffice, In sach clazsroom, the combination of chalk, Hook
‘n Loop, and tack boards should ocoupy the major perceatage of the {ront of the
room. Q86'1s the desired lemgth for chalkboarnd.) If neceseary, slidlng panels with
top and botiom trecks should be installed for Hook 'n Loop and chart boards. When
aot in use these should be stored in some sout of recessed arss - nol exposed 1o view.
I not feasible, side wall instailation should be included. (Thermeostats aad other
items which would preclude thiz should be eliminaied in the enrly planmning stages.)
Include sliding combination hook:z and squeeze clamps on the top frame of the
whalkboards to hold chants.

4. MAPE (MOUNTEL) AND HINGED HOLDERS ~ To scuoemmodate maps, eic.,
mounted on hesvy backing, we should iavestigate the possibiiity of installing move -
abie holders on the underside of the chalk trays. Thezs holders could be on hinges
{elbow type) to swing oul to hold the maps and swung back out of the way when not
in use.
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_8. PGDIA - In any classroom where we would have i{ or more students, we
should plan for a one or two step podium as sppropriete to the size of the room.
This sheuld be wide snough to accommodate an instructor, table or desk, chalrs,
leclern, sasel, and other normal squipment, without crowding and without the
denger of someons inadvertently stepping off. Podia should be CARPEIEL 2o no
hollow zounds wiil be emitied by walking thereon.

6. PROJECTICN SCREEN ~ Most of the rooms must have 2 retraciable pro-
jection screen comsistent with the room sixe. In the smaller rooms & tripod-style
sorean will be appropriate. Io the larger rooms, 3 permanently mounted soreen
should be planned. This screen should be mounted about 18 iaches owt from the
front wall, and 50 positioned that it will not interfere with the lecterm or be so fer
out from the wall that the instructor may not conventsnily point to the projectes
image. The screen should be 50 mounted, recessed, that it will not be a distraction
in the front of the room and, when lowerad lor use with an overhead projecter, it
can be slanted to climinate the “keystone” effect. In ail cases {electric or non-
electric) 1t should be {astrucior controlled.

7. OUTLEYIS (ELECTRICAL AND TELEPHONE) -~ There should b2 ampls elsctrical
outlets at front, sides, and back of sach ¢lassroom (o ascommodate the various
types of projectors used. Lighting should be controliad so that the room may be
sither dimmed or "blacked-out” by the instructor with one or two swiiches sather
than having a series of switches to tum all Lights on or off. in the larger rooms,
two or more spotiights aimed at the front ares would provide more effective {llumination.
mamm ouuﬂs for ele::k& should be provided mid-way on & side wall. Have gg
erplruding box outlets op {loors, sither electrical or telephone.

8. SOUND~ECQUIPMENT - All amplifiers instalied should be recessed zo thst
they will aot serve 23 distractions. Presumably they would be installed so that
proper reception is accomplished throughout the room. The amplifier should serve
both to amplify the instructot's vaice and also carmry the sound from any training
movie. The il mm movie projector should plug inte a psrmanently instelled amplifier
in sach room. Locate equipment in 2 remote room for reconding insitructor presentations
with only the microphone present in the classroom. It necessary, due to sise of
classroom, microphones should be installed strategically overhead to pick-up student
questions snd comments.

8. INTERCOM SYSTEM.- It would be very convenleni if a twe~way intercom
system could be installed between eagh classroom and the Instructional Services
Eranch, 5o that an instrucior could request emergency assistonce without Jeaving
his classrocm.
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0. BAFRS, CABINETS, BUOKEHELVEE, EIC. - To help eliminate the
"cluttered” appearsncs ol our clasaroems, there should be soms recessed or
designated area at the rear or the back-sides of cach room to accommodats
skfes, cabinets, and the like. Each classroom should have a bookshelf for
reference material. Also, coat racks are needed In all classrooms .

d. BLACEKING-QUT UF WINDOWS - If the classrooms have windows, and
windows are desirable, adequate provision must be made for blacking-out the
lLight duriag projection of filmes, etc. Thiw could be nccomplished by dark or
Hned draw-diupes, or dark colored venstian blinds with proper border instailation
to eliminste peripheral light.

2. XKAME PLATEE UN WALL - Subjett and instructor name plate holders
should be mounted on or near the front wall ard of the same color as the wall
Each classroom door should have 3 sign to indicate “CLABS IN SESSION-.

13, CLASSROOM DOOK (LOCATION) AND WAITING ROCM - Classrooms
shaould have doors at the rear. 1 front of room doors are required they should have
prowd sion for locking from the inside. A poated waiting reom for guest

Pk ik -

Y] i

< 3R,

14, BULLETIN BOARDS - Every Classroom needs s bullstin board for student

notices, 4"x36") magnel-type and installed near the rear door.

5. MAPF CASE ~ Install permanently, & map case hung from geiling or high
on front wall, near instructor's srea, from which cased maps can be uarolled
{window-~shade style) and returned to the oase with sase. (This is to be done
sspegially in the room or rooms to be used by SIC).

| 6. LECTERNS - Hewd adjustable-height lecterns with light and microphones
{combinetion fized and lavalier). lLecterns should be mounted om casters,

47. ELIDE PROJECTOURS ~ Slide profjectors (35 mm) with adequate length
mmots contral cords are needed by most instructors.

4. Pommica-iopped tabies, prefersbly wilhout dmewers, were requestes.
Eome desire ams chairs, with retractable writing anms. These suggestions are
included here but full realization is given to the fact that prosent equipment
of this type must be utilized until a replacement 13 scheduled.

19. Admittedly, GIR nesds and deserves the best training equipment

and facilities. Une high-priorily requirement iz & first-rate auditorizm-type
classroom. The specifications for such & room should include;
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a. Seating capasity for 50 persoma.

b. Aelevd spesker's plaifeis of adequate size, with jrovision
for unobtrusive entrance frem wings at sides of platform.

¢. Theatre~type MM. sloping dowa to speaker's pm:lem

d. Owersiuffed, m-zip@ws. esch with & r-umm»

e. Walls and chairs ia & stimulating and harmoniaing coior motif.

f. Adjustable haight lectern oa casters, equipped with reading
light, snd combination fixed and lavalier microphones. Lavalier
microphons to be on in extension cord. In addition, the lecters
should be fitted with () dimming switch for all lights, €2) signal
buiton to contact the projectionist for changing slides, eto.,

{3) button which lewers and raises the projection screen, aad
{4) electric clock. i

g. All projectors fnovie, 2"x2" & 3 )/&x4" slides, overhead)

to be permanently installed in the rear in & projection booth and
operated therefrom by & projectionist. Amplifier, Light systems,
and projection screen also Lo be goatrolled from Looth. Provizion
for recording «quipment located ia booth. ,
h. A number of smali-sized microphone:, hung from ceiling, well
distributed and strategically placed threugbout the roam to pick ap
and smplify questions and comments from the audience.

i. Prowision for an sasel to hold supplemental charts on Hook ‘n
Loop board.

j. Spotlights (controlled from lectermn and bocth) to iluminate
stage, charts, and speaker.

k. Suggest arrangement of stage as follows le sdapt it 10 both
classroom and “brisfing room use. Angle of chart boards to be
such that all “studeats” can adequately see. Siiding chart
holders (squecis/clamp) provided as in classrooms.

(Chart ca next pags) )
1. Install chalk board on wall between chart boards.

4

—————————.

&
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